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GENERAL | 


It la Orp a l ttt lw policy that an evaluation bo prepared for each otaff •npL©F*s 
and staff agent at least octet each year and that tagtlcyoog b e inform ed concern Mg 

the effectiveness cf their work porformnt*. Regulation | (wtliaat ths 25X1 

requirmsent* and procedure* for the preparation of tha Ini tial, a n nua l , reattigs* 
•tost, and apoeial report#. Tha Fttaeae Report, Foret Ho. 1*5, i» atod to record 
•valuations. lowevsr, an evaluation in maorandun for* be substituted for 
Fora Ho. US fereenployssa in grades G3-1U and above. 

INITIAL ms&xet 

A fitness report HULL bs prepared far each employe# as of Bins aoeths after Ms 
entrance on duty with tha Organisation. This report is of particular importance 
in providing a record of the superrUca*‘s evaluation of the employee before the 
completion of Ms twelve-nsoth trial period. An initial report any be deferred 
for a period act to eaceeed 30 days beyond the due dais to provide tbs supervisor 
with additional tins to evaluate an employee who has been under his jurisdiction 
for less than 90 days. 


ANNUAL REPORT 


A fitness report will be prepared annually for each employee, except whan a 
fitness report Ms been aids for sees other purpose within 90 days of the annual 
report due date. An annual report nay be deferred until the employee haa been 
wider the jurisdiction of the supervisor for 90 days. 


SCf&m* FOR 7M SOFMISSIGN OF AKKUAL REPORTS 


GRADES 


OS- X through GS- 6 
GS- 7 through 03-10 
03-11 through OS-12 
03-13 and above 


TO BE COanETRD BT 

30 JURE 

30 fttFTJSKBE? 

31 DSCESBEK 
31 MARCH 


25X1 


LNSTHUCTIORS 

FOR THE AmiRISTRATIVE OFFIGBRi The fitness report will be prepared is accordance 
wTSTf land fee suUiSfSe* in triplicate to the head of the career service 

eoaosrosd. The head of trse career service will retain oca copy and will forward 
tha original and ©*» other copy t© the Office of Atrsanaai. 


SECTION A OEM&AL — self-explanatory 

SECTION 3 EVALUATION OF PERFORMANCE OF SPECIFIC DOTIES 

IgaTOsseetion the supervisor will list the eost ijgwrUat duties the employee 
Ms perforaed during the rating period and will rata each duty separately. Duties 
should b# listed in order of iaportaoce. Ceapare when possible the individual 
being rated with others performing the sans duty at a sisdlar level of responsibil- 
ity. Two individuals with the sene job title nay be jwrforaing different factions 
and should be rated on different duties. Very careful consideration should fee 
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SIC non B (Continued) 

|M to th. Siting of dutu. «a th. rating «it» wh doty bMn un. j *U wtUo * 

u UportMl btti. for th. ««ln.tion of th. -nloy- for f£Hr£Irt£HMtrih.ti«o 
Wraiirae aalatalclnfc files, say what kind* if it »#»* preparing conw3.eut.iww 
i It St chwUrTi if it requires interviewing job applicants, say 

iLf Ua?r^.rL^«1SJTiI » riqTlS. cottuctte 1—tlg^lon., t.U ^t 

££ SftTJS pS»~.i u it U.1«® ^tirttWjj.u Wt Mji «. 

»ith «hcj if it roqalre. rationing m ports or preparing mportn, toll i*»t kind, 
what subjects, and for what purpose. 


F.xaspleei 


•Operates 1250 nultilith piw* - not -oparates presaj- 
wfyoaa rasa arch reports having nany tables" — >»t »typea. 

•Sarvaa as senior casa officer for ? Important current aeration* nsing 
i!£2JdS ofF ranch and Fellah languages- - net -senior case otttmv.* 
"SuparvSaa second-line supervisors who direct aconoalc raaaarch — 

•Seaponalbla 3 for*proS»esing fiscal, financial, and budget reoerta for an 
operating branch of $0 paepla- — not -financial support. 

sw-rrmi C EVALUATING 0V88ALL FWFOmNCJS IH CURIUWT POLITICS! 

■fer sam g this rating the supervisor ahould take into account the •«pl®5 r<M} * conduct 
. . j, tv**** factors in mb nlsd go *t to arrive at a rating wmen vlu 

Z££ZZll \ « t wV It i u. -it. ssf i^s.“ 

ba rated high on a n*bar of specific 

all performance because hia conduct on the job interferes with gettin g y m wore ojw. 
Conversely, a person with relatively low ratings on certain specific "Jf 5 * 

rated iSS on overall job performance because hi* conduct on the job facilities tte 
SrToTthe office or because of other personal qualities that he brings to the job. 

3 SC 7 I 08 d raesxvxx<x or ths M&jsts& 

I^IESF 'Section the supervisor considers the eagfayse fren a succession os different 
. »2!r of clo» J-«-at. .boot klK. r*m 
ittd „ th. cl.rttt.rutl*. d-tt.tr.ttt kgr th. Utoidojl to hu 
fbe stateneate in this series supply in sons degree to s»»t people, bat shoul be 
ehsa fcpg only when such ratings assist in the description of th “ 4 T 1 ^ 1 * 

section Sa good test of the supervisor* s ability to bbeerve his subordinates. 

earn re» e WXBULTVm laSCHIFTXOH £F NllfSSR OF' JOB FKRFTRMfcSCE 

Wm^SZ^SSEZ ttttrtb.. th. 

in the oci'f unuunrt ef his present job. Any relatively sign or very 

In addition, the supervisor nsy consent hsre on any eiEtenuating circ £ staacae 
vhich affect the productivity and effectiveness of the eaployee. 

agCflOH F OTTriFI CATION — Self-explanatory 



Approved For Release 2003/04/17 : CIA-RDP82-00357R000700030014-1 


